Green Impact Project Assistants – What to Expect?
Sustainable Campus  
Your opportunity!
As a Project Assistant you will encourage, motivate and support an assigned Green Impact Team in implementing sustainability actions in their department/building/area of work across the University. By doing so you will develop a number of professional skills such as; working as part of a team, communicating, time-management, networking and practical experience from implementing the sustainability actions. 
Expectations
Project Assistants are expected to:
· Commit approximately 10 hours from May – October). 
· Attend an initial training session to learn about the program and behaviour change techniques in the workplace. 
· Arrange an initial introductory meeting and then meet regularly with your assigned team. Please note that if regular and repeated contact with your team is missed, you will be asked to step down as a Project Assistant. 
· Support your team to implement sustainability actions and ensure timely submission of the toolkit.
· Communicate with the Sustainability Team on the progress of your assigned team and share any highlights or request help with any difficulties you are having.
· Demonstrate initiative and professionalism with your assigned team.
· You may be asked to complete a wide variety of tasks during your role. These may include (but is not exhaustive): Taking photos, creating case studies, writing blogs, creating posters, attending meetings, documenting evidence for the toolkit actions etc.
· Inform the Sustainability Team (in a timely manner) if you are unable to continue in your Project Assistant role. 


Top tips for successfully working with your team
· Be on time to meetings or let your team know if you are running late. 
· Maintain a positive and professional attitude.
· Be respectful of staff commitments and your own studies. It is okay to let your team know if you can’t help-out during specific time periods. 
· Demonstrate responsibility, interest, enthusiasm and commitment to your role and your team. 
· Communicate with and support other Project Assistants. 

Your Support
Training Sessions: Additional training sessions may be available throughout the program. We will keep you updated. 
Drop-in sessions:  We will host drop-in sessions for you and your teams to keep in touch with us, each other and provide a forum for sharing and learning.  
Microsoft Teams: You can ask questions or post about your teams progress on the Green Impact @ UoM Teams Channel.
If you need any additional support please do not hesitate to email the Sustainability Team at any time: sustainable-campus@unimelb.edu.au

Achievements
At the end of the year, if you have fulfilled the role requirements, you will receive an invite to the Melbourne Plus classroom to obtain your Sustainability Advocacy credential and a certificate to confirm your participation at the Sustainability Awards Ceremony.
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Project Assistant and Team Agreement
By completing this agreement, you are committing to fulfill the role of a Project Assistant for the entire duration of your assignment (May – October).
As a Project Assistant, I would like to work with my team to develop the following skills through this experience.
Add your desired skills development goals here.
· ______________________________________________________________________________________

· ______________________________________________________________________________________

· ______________________________________________________________________________________

How students are expected to support their team and make a positive impact
You and your Green Impact team can work together to determine what you can do to best support them that will also provide you excellent learning opportunities. As a standard, Project Assistants will:
· Meet with their allocated team to discuss working arrangements and continue to meet with them as agreed.
· Support the team to complete toolkit actions based on their agreed goals.
· Collect and submit photographs, case studies and evidence to the toolkit.
· Communicate with other Project Assistants to support one other.
· Communicate with the Sustainability Team on the progress of your assigned team.
As a Project Assistant for _________________ team at the University of Melbourne I will specifically:
Add your own actions here.
· ______________________________________________________________________________________

· ______________________________________________________________________________________

· ______________________________________________________________________________________

· ______________________________________________________________________________________






Team commitment
As a Green Impact team, we commit to support our Student Assistant by:
· Providing students with opportunities that support their stated skills and experience development requirements.
· Being clear in our expectations of them in terms of tasks and activities.
· Responding in a timely manner and letting students know if we won’t be available for prolonged periods of time.
· Ensuring we have agreed mutual expectations about the role and how we’ll work together in the first meeting. Considering our students as “one of the team”, inviting them to meetings and events and treating them as equals.
· Being open to their suggestions and input.
· Providing constructive, supportive feedback where appropriate.
· Communicating any issues or progress notes with the Sustainability Team.

______________________________________________________________________________________________________
Student Name
______________________________________________________________________________________________________
Student Email
_____________________________________________________________________________________________________
Student Telephone Number
_____________________________________________________________________________________________________
Student Signature
_____________________________________________________________________________________________________
Team Lead Name
_____________________________________________________________________________________________________
Team Lead Email
_____________________________________________________________________________________________________
Team Lead Telephone Number
_____________________________________________________________________________________________________
Team Lead Signature
______________________________________________________________________________________________________















